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B-1 BACKGROUND/INTRODUCTION
The U. S. Department of Labor (DOL) provides a program of integrated career development and learning opportunities to all employees in order to promote individual and organizational performance necessary to achieve the missions of DOL and its Agencies.

The Department of Labor has over 500 locations nationwide and in some U.S. Territories.  Using traditional and alternative training methods and technologies wherever appropriate and resources permitting, the Department seeks to provide needed learning opportunities to employees at any time and anywhere.

The any time, anywhere learning method will provide training to employees using web-based programs and e-Technology.  The DOL Learning Management System, LearningLink, serves as the portal to access most DOL on-line training.  It is accessible to all employees in all locations, either through their desktop or laptop computers, through a computer shared by others for that purpose or their home computers.

The Human Resource Center, Office of Continuous Learning and Career Management (OCLCM) is the central source for common-needs training and development programs as well as career management and assistance services and programs.  The services provided through OCLCM plays a vital role in the support of the DOL Human Capital Strategic Plan.  One of the goals of the Plan is to have the “Right People, in the Right Place, at the Right Time.”  In support of that goal the Department utilizes a competency based strategy in the recruitment, hiring and training of employees.  This strategy consists of assessing the current workforce (conducting skills assessments), analyzing the future workforce, identifying gaps and addressing the gaps. DOL common needs training is competency based and, where, appropriate common needs training will be developed or current offerings enhanced to meet, improve and/or maintain and sustain identified skills. 
DOL  common needs training is training that crosses agency lines and enhances and develops those competencies that are fundamental to current and future job/career success.  DOL utilizes a variety of vehicles and methods to deliver training to employees.  Currently, DOL offers classroom, on-line and blended training.  The Department is in the early stages of utilizing other e-Learning interactive technologies including Webinars and WebEX and other methods of training delivery.  
Career management and assistance services are provided through OCLCM’s Career Assistance Center (CAC) where employees receive career counseling services and assistance in using online and other career resources; the Continuous Learning Library Exchange (CLLE), where employees may borrow audiovisual, computer-based and web-based learning programs; through which they can develop/enhance essential skills, job competencies and career enrichment skills.  Also, DOL Agencies are provided technical assistance, group facilitation and organizational development services through OCLCM.

Several DOL Agencies, such as the Employment Standards Administration (ESA), the Bureau of Labor Statistics (BLS), the Employment and Training Administration (ETA), the Mine Safety and Health Administration (MSHA), the Occupational Safety and Health Administration (OSHA), and the Employee Benefits Security Administration (EBSA) maintain training programs primarily to provide training that is specific to their technical/occupational needs.  OCLCM provides cross-cutting common needs training to all DOL Agencies and provides expert consultation on training policy, e-Learning, and other training and development related issues.
SCOPE OF WORK
The Contractor shall furnish all personnel, management, and any items or services (except as may be identified herein as government furnished) necessary to provide a full range of educational and learning resources and support for optimal individual and organizational performance, including but not limited to classroom courses, briefings, handbooks/guides, computer-based, web-based modules, satellite broadcasts, video conferencing and/or web-cast distance learning sessions, technical assistance and organizational development services.

In addition, these services may be offered to employees of other federal agencies outside DOL with the approval of the Contracting Officer’s Technical Representative (COTR).  
DOL delivers common needs training to employees in the following locations and surrounding cities: Washington, DC, Boston, MA, New York, NY, Philadelphia, PA, Atlanta, GA, Chicago, IL, Dallas, TX, Denver, CO, Kansas, City, KS, Seattle, WA, and San Francisco, CA.  The Contractor will provide qualified staff to deliver training as specified in the scope of work. These individuals will be required to meet the qualifications outlined in Section C-6 and subject to approval of the COTR.  All work shall be performed in a manner consistent with the Program Overview and Goals, Section C-3, below, in accordance with the Statement of Work, Section C-4, below, and all other terms and conditions of this contract.

 PROGRAM OVERVIEW AND GOALS
The Office of Continuous Learning and Career Management’s (OCLCM) primary goal is to assist DOL agencies to retain a high quality work force to accomplish the DOL mission.  OCLCM’s approach to facilitating continuous learning at DOL is to provide any time, anywhere learning to enhance employees’ competencies, including the provision of core competencies required to achieve greater job opportunities (i.e., communications, writing, problem solving, self-management, conflict management, etc.) and providing developmental opportunities and career enrichment competencies to promote job growth.

a)  The Office of Continuous Learning and Career Management’s continuous learning goals are to develop and expand competencies and close identified skill gap(s) in common, cross-cutting skills to support Agencies’ needs and DOL occupational required competencies by: 

C-1. Offering a Supervisory/Management Development Program to include 80 hours of mandatory training for new DOL supervisors, managers and team leaders.
C-1. Providing supervisory and management training via classroom and using available and emerging e-Learning technology.
C-1. Manage career development programs for DOL employees who are members of an intact group to include the SES Candidate Development Program, the Management Development Program, the MBA Fellows Program, and similar career development/leadership programs.  

C-1. Provide programs and services to facilitate succession planning, through talent management and continuous learning so employees are prepared for career development opportunities.

C-1. Expand the training and development program from classroom-based delivery through the use of emerging e-Learning technology.
Additionally, the Office of Continuous Learning and Career Management is responsible for carrying out Departmental and Secretarial goals and objectives.  In this regard, the Office of Continuous Learning and Career Management is the focal point for training and career development core assistance programs.  OCLCM is responsible for administering and providing guidance to DOL Agencies in these areas.  Some specific program components may be the responsibility of individual agencies with technical assistance provided by the OCLCM.

b) Specific work of the OCLCM involves:

1.
Career Development Programs.  The Office of Continuous Learning and Career Management develops, administers, and provides guidance to DOL agencies and employees for a number of career development programs including but not limited to the Professional Administrative Support Services (PASS) for support staff, the Career Enhancement Program, the Management Development Program, the SES Candidate Development Program, MBA Fellows Program and DOL Mentoring Program.

C-1. Career Management and Assistance Services.  Career management and assistance services that are designed to respond to expressed Agency or employee needs and include assessment of skills and interests, assistance in developing job search skills and tools, workshops, seminars, job placement assistance, and career counseling.

C-1. Training and Continuous Learning Courses and Services.  Formal on-site, classroom-based and computer web-based training is provided to meet the needs of DOL Agencies and their employees.  In addition, OCLCM provides a wide array of training resources including a multi-media library of resources which are available to facilitate continuous learning in the Department.

C-1. Supervisory/Management Training Program – utilizes a systematic, holistic and competency-based approach to leadership development and is designed to provide supervisors, managers and team leaders with the competencies necessary to be successful leaders.  Three levels of training are provided 1) Pre-supervisory Awareness Series for aspiring supervisors, 2) Supervisory Training for New Supervisors and 3) Continuous Development for seasoned managers.  


STATEMENT OF WORK

C-1. General.  This contract will provide a wide range of training, organization development, and career development services to DOL employees at all grade levels.  The Contractor shall perform assigned tasks in accordance with project schedules and deliverable requirements established in written Task Orders.  Each Task Order will include assignments pertaining to one or more of the topics or activities described in this Statement of Work.  Under fully executed Task Orders, the Contractor shall deliver the off-the-shelf courses (listed in Section B) at a firm, fixed price.  The Contractor may be asked to deliver standard courses and/or develop new courses for delivery with short notice subject to staff availability.  The following tasks are considered inherently part of the course delivery at the firm fixed price:

C-1. Marketing.  The Contractor shall design, develop, and implement strategies and approaches to successfully market continuous learning programs and services.  The materials produced will be of professional quality and provided in a timely manner.  These materials will be submitted to the Contracting Officer Technical Representative (COTR) for approval prior to reproduction and distribution. 
C-1. Course Assembly. The Contractor shall assemble (and arrange for transport to classroom location) participant and trainer materials, including but not limited to rosters, evaluation forms, audio/visual materials, participant guides in sufficient number for attendees, trainer’s guide, markers, handouts, and exercise materials. The Contractor shall establish a schedule for periodic review and update of all training materials at least once every six months from the last delivery to ensure relevancy and accuracy of information. The course materials will be of professional quality free of errors or outdated reference materials.  All course materials will be approved by the COTR prior to shipment for delivery.
C-1. Participant Tracking and Reporting for Courses.  The Contractor shall develop and use a Participant Tracking and Reporting System to ensure accurate accounting of course attendance, completion of course requirements, and demographics.  This software and system will be compatible with DOL systems. 
C-1. Evaluation of Training.  The Contractor shall employ (or develop as requested by the COTR) evaluations to ensure that the content presented and methods used in these courses are appropriate to individual and organizational needs.  This shall involve follow up by the Contractor staff with clients after courses to ascertain the effectiveness of the courses, and interventions on job performance. (Kirkpatrick Levels 1, 2 and 3
).  The contractor will provide Level 1 evaluations for all training deliveries. The COTR will work with the contractor to identify the appropriate course(s) for Level 2 and 3 evaluations.
C-1. Trainer Preparation.  The Contractor shall ensure that the trainer is thoroughly familiar with the training materials for each course the trainer delivers.  Trainer preparation time is included in the firm, fixed price. Preparation includes reviewing all training materials (including but not limited to: 1) trainer’s guide, 2) participant handbook 3) all supplemental materials) and the update and or revision of materials as needed in order to deliver the training course.  The trainer shall ensure that all training materials are free of errors and contain relevant and up-to-date references, PowerPoint presentations and/or handouts.  All updated training materials must be approved by the COTR prior to printing, shipping and/or distribution.
C-1. Continuous Learning Reviews.  The Contractor shall develop a quarterly schedule and conduct quarterly continuous learning reviews with designated OCLCM staff to ensure that overall program and service goals are met and results are achieved.  This involves the evaluation of training and a review of appropriate program records to determine results or outcomes.
Performance Standard.  All courses delivered by the Contractor shall be evaluated by trainees on Level 1 Kirkpatrick evaluation response forms and shall receive no less than an 85% average participant overall satisfaction.  OCLCM and the COTR shall identify the courses for the contractor to follow up on Level 2 and 3 Kirkpatrick. 
The Contractor shall develop a scientifically appropriate and statistically valid methodology for Level 2 and 3 Kirkpatrick evaluations.  (Level 2 Kirkpatrick shall consist of pre and post evaluations; what knowledge did the participant have before the training and afterwards how much learning has occurred.  Level 3 measures the transfer that has occurred in learners' behavior due to the training program. Evaluating at this level answers the question - Are the newly acquired skills, knowledge, or attitude being used in the everyday environment of the learner.  Manager feedback is a method that can used.) 

Under the Labor Hours /Indefinite Quantity of this contract and in accordance with fully executed Task Orders, the Contractor shall complete assignments pertaining to one or more of the following:

3. Assessment of New Training, Performance Improvement, and Organizational Development Needs.  The Contractor staff shall participate with OCLCM staff to conduct research on DOL Agencies and individual employee training and performance needs in order to determine types of services and developmental activities required.

3. Delivery of New Comprehensive Training, Performance Improvement, and Organizational Development Services.  The Contractor shall provide professional curriculum design specialists/adult education trainers/facilitators to provide comprehensive training, performance, and organizational development services.

3. Design, Development, and Delivery of New Training, Organizational Development Courses, and Interventions.  The Contractor staff shall design, develop, and deliver courses, interventions, and related events, products, and services that address competencies needed by employees to carry out the DOL mission. Training and organizational development events can be held in the National Office and the Regional Offices as well as other locations designated by the COTR.

(a)
On-line Courses.  The Contractor shall develop at the direction of the COTR or appropriate OCLCM staff member, on-line training modules covering specific competencies (particularly in the human resource management arena), common needs training (e.g., supervisory, leadership training; communication skills; customer services skills; problem solving skills; negotiating skills; etc.) and career development areas.

(b)
Courses/Course Outlines.  The Contractor shall develop classroom and on-line courses for new offerings.  Outlines shall include: 1) overall objectives; 2) objectives for activities, including videos; 3) methodology for each module; 4) time frames 5) participant hand-outs and 6) instructor manual.

(c)
Blended Learning Modules.  The Contractor shall offer blended learning modules comprising a complement of off-the-shelf courses and technology based offerings to provide optimum learning opportunities for DOL employees.  Other methods of delivery using e-Learning technology such as web-casting, distance learning, video-conferencing, etc., may also be used to develop/enhance blended learning opportunities.
(4 )
Market Courses and Events.  The Contractor shall design, develop, and implement strategies and approaches to successfully market existing and new continuous learning programs and services.  These materials shall be error free and must be approved by the COTR or appropriate OCLCM staff before printing and distribution.
(5)  
Maintain Participant Tracking and Reporting Database for Courses and Events.  The Contractor shall employ a Participant Tracking and Reporting System to ensure accurate accounting for services provided to develop performance measures, track usage of services and course offerings and determine associated costs for services.  This tracking system shall be compatible with DOL systems and the Contractor shall ensure the availability of staff available at all times to update and maintain the aforementioned data bases.
(6)
Evaluate Courses and Interventions.  The Contractor shall develop evaluations for training, performance improvement, and organizational development course, and interventions to ensure that the content presented and methods used are appropriate to individual and organizational needs.  This shall involve follow up by the Contractor staff with clients after courses and interventions to ascertain the effectiveness of the courses, and interventions on employee job performance. (Kirkpatrick Level 3). The COTR and/or appropriate OCLCM staff will identify the courses and interventions selected for Lever 3 evaluation.  This information will be shared with the Contractor.
(7)
On-line or Alternative Technology Learning Products.  The Contractor shall develop on-line training using e-Learning technology and other products and services in a format for publication on the DOL LearningLink.  These products may range from brief, printable informational documents to fully interactive learning modules, webinars, webcasts, etc.  The Contractor shall provide training, performance improvement, and organizational development products and services via other alternative technologies, such as satellite and videoconferencing as needed and appropriate. 

(8)       Continuous Learning Reviews.  The Contractor shall develop and conduct continuous learning reviews with designated OCLCM staff to ensure that overall program and service goals are met and results are achieved.  This involves the evaluation of training courses and other services and products, a review of course evaluations, obtaining reactions of managers, supervisors, and participants to services and products provided, and a review of appropriate program records to determine results or outcomes.

4. Deliverables
4. Task Order Deliverables
The Contractor shall furnish the deliverables identified in fully executed Task Orders.  Deliverables in the form of reports shall be typed and include the Contract Number and the Task Order number.

4. Progress Reports
The Contractor shall prepare and submit progress reports, the specifications for which are shown in the clause in the Schedule that is titled C-5 Specifications for Progress Reports.
5. Oversight
The Contractor shall provide sufficient oversight to ensure that:

5. All personnel are functioning in accordance with their designated labor categories and at acceptable levels of performance.

5. All activities performed are in accordance with the requirements of this contract.

5. Positions called for by this contract are filled promptly (usually within 60 days of vacancy) and kept filled with qualified, competent, trained personnel.

5. The Contractor shall obtain the approval of the COTR of all personnel hired for positions called for by this contract.

C-5.
SPECIFICATIONS FOR PROGRESS REPORTS


1.  Monthly Progress Reports

The Contractor shall furnish typed monthly progress reports to the COTR and the Contracting Officer on the work performed during the previous calendar month. These reports will be delivered to the COTR by the 10th calendar day of each month.  Each report shall be applicable to a single Delivery/Task Order and contain an administrative section and a financial management section.


The administrative section of each progress report shall include, at a minimum, 
the following information:



(a)  
The Delivery/Task Order Number;

(b)
The Contract Number;

(c)
The reporting period;

(d)
A concise description of the work performed under the Delivery/Task 
Order during the reporting period in terms of the work scheduled and 
deadlines established for the task;

(e) A concise description of any technical or administrative problems that have arisen during the past reporting period under the Delivery/Task Order, and problems that are expected to arise during the next reporting period as well as actions taken to address previously identified issues and recommendations to address anticipated problems.
(f) Overall satisfaction rating for all course delivered during the reporting period.

5. The financial management section of each report shall include, at a minimum, the following information:



(a)
The total charge for the reporting period and the cumulative total charge;

(b)
The charge, in dollars, for all courses delivered by course length category 
and stipulating the title of each course delivered and the locations and 
date(s) of delivery;

(c)
The charge, in dollars, by labor category, during the reporting period and 
cumulatively;

(d)
The person-hours expended, by labor category, during the reporting period 
and cumulatively;

(e)
The number of hours worked by each person (by name) during the 
reporting period, by labor category;

(f)
The charge, in dollars, for out-of-town and/or overnight travel during the 
reporting period and cumulatively; and

(g) 
The balance of funds in the Delivery/Task Order at the end of the reporting 
period.
3.  Weekly Reports containing:

(a) 
The labor hours worked during the previous week by Labor-hour category.
(b) 
The title and duration of any training sessions held; the name(s) of the 
trainer(s), date/time of each session; location, by agency/region, number of 
participants and pertinent remarks. 
(c) 
Work schedule for upcoming week for all scheduled contract employees. 

3. Quarterly Statistical Reports containing data as required by the COTR.
.
DUTIES AND QUALIFICATIONS OF PERSONNEL, BY LABOR CATEGORY
The following categories of labor shall be applicable to all work under this contract at the hourly rates established in Section B of the Schedule.  The Government will not request any other categories of labor, and the Contractor shall not furnish personnel to work in any other labor categories.  The contractor shall not employ persons for work on this contract if such employee is considered by the contracting officer to be a potential threat to the health, safety, security, general well-being, or operational mission of the installation and its population.  The duties and qualifications of the persons performing in these labor categories are specified below.

1. Project Director - The Project Director shall be responsible for the performance of the work.  This labor category is considered to be exempt from coverage under the Service Contract Act.  The name of this person, and an alternate who shall act for the contractor when the Project Director is absent, shall be designated in writing to the Contracting Officer.  The Project Director or Alternate shall have full authority to act for the contractor on all contract matters relating to daily operation of this contract.

1. Duties.  The Project Director’s duties include, but are not limited to the following:

1. Effectively planning, organizing and managing a group of contract employees engaged in various duties described herein

1. Day-to-day administrative direction to contract personnel

1. Corporate authority to recruit, hire, and terminate personnel; to commit corporate resources; and to establish improved procedures and controls where necessary to ensure that all services meet established schedules or production.
1. Oversight and management of support for a variety of projects related to the mission of the Office of Continuous Learning and Career Management

1. Providing reports to the Contracting Officer’s Technical Representative (COTR) on the status and activities of personnel covered under this contract to ensure that all activities are being properly executed

1. Meeting with the COTR and designated OCLCM staff to discuss Contractor deliverables, activities, and objectives, to suggest ways to improve the operation customer services and prevent problems, and to identify problems and issues and resolve them.
1. Responding to requests from the COTR, whether administrative or technical.
1. Ensuring that contract employees perform their assigned duties efficiently, effectively, and timely and applying continuous evaluation and control measures to assure this result.
1. Reviewing for accuracy and completeness of all products designated as deliverables under Section C-7 of this contract and obtaining final approval by the COTR on all contractor developed materials prior to publication.
1. Participating in all learning, organizational development, and performance improvement event/product planning sessions with the COTR and OCLCM designated staff to determine methods, content, and schedules and to ensure the availability of appropriately qualified contractor personnel to conduct events and to develop products.  Obtaining COTR approval of any change of contractor personnel at any point in the analysis, design, development, implementation, and evaluation cycle of any event or product and conducting necessary discussions with the instructor regarding the content and delivery of the event/product.

1. Ensuring that a competency-based system for assessing Federal employees’ knowledge, skills, and abilities is in place and operating effectively in accordance with OCLCM policies and procedures.  Evaluating the effectiveness of the system and making recommendations regarding any technical and administrative problems encountered.

1. Conducting courses, learning laboratories, facilitations, and other learning, organizational development and performance improvement events and developing learning and performance improvement products as needed.

1. Participating in OCLCM work and project teams as needed/appropriate.

1. Develop curricula which are specific to DOL’s programs and identified competency needs using a variety of delivery methods.

1. Review, revise and update learning, performance improvement, and organizational development materials as needed.

1. Qualifications of Project Director
1. Five (5) years professional experience in the public and private sector in the human resource area, with at least three (3) of those years spent supervising/managing the conduct of adult learning, organizational development, and performance improvement events/products; preferably including but not limited to web-based, and classroom based instruction, and advanced knowledge of        e-Learning technology in an organizational setting working with employees at all levels.
1. Advanced knowledge and experience in Instructional Systems Design be it computer-based or traditional instructor-led training.  (Minimum of 5 years experience)

1. Demonstrated ability to work independently with minimum guidance from the client and the ability to manage multiple tasks simultaneously.
1. Demonstrated ability to originate and apply new and unique training methods and procedures.
1. Demonstrated ability to design, develop and deliver adult learning training utilizing a variety of delivery methods including but not limited to classroom, on-line, Webcasts, Webinars, etc.

1. Experience acting as the fully authorized agent of the Contractor on all contract matters relating to daily operation of contracts for learning, performance improvement, organizational development..
1. Demonstrated ability to communicate effectively orally and in writing and technically qualified to communicate with DOL employees at all levels.
1. Demonstrated ability to handle all aspects of the supervision of individuals (e.g., hiring, firing, rating, training, etc.).
1. Master’s Degree in related fields, such as organizational development, education, adult education, and/or instructional systems design.  
2. Curriculum Design Specialist/Trainer - This labor category is considered to be exempt from coverage under the Service Contract Act.

2. Duties.  The duties of the Curriculum Design Specialist/Trainer shall include but are not limited to the following:

2. Develop curricula which are specific to DOL’s programs and identified competency needs.
2. Review, revise and update of all learning, performance improvement, and organizational development materials as needed.
2. Convert classroom courses to self-instructional modules, including but not limited to distance learning or computer-based delivery modes, Webinars modules, Webcasts, etc.  
2. Review new training material and provide recommendations for use.

2. Develop handbooks, desk aids, performance support products, processes, and measures; articles; course descriptions; learning objectives; briefings; learning laboratories; exercises; tests; and interactive learning activities.
2. Develop trainer materials, including but not limited to trainer’s guides, PowerPoint presentations and conduct Train-the-Trainer sessions as requested by the COTR.

2. Deliver courses, and other learning and performance improvement events.
2. Conduct organizational development activities, including but not limited to facilitation, diagnosing problems and conducting interventions, conducting focus groups, interviewing, coaching, and providing individual and organizational performance support and technical assistance.

2. Conduct assessment of present and anticipated competency and performance needs.
2. Work with DOL Training Officers, other Human Resource professionals, and appropriate officials to design and/or tailor learning and development intervention programs or services to meet customer needs.

2. Submit weekly reports to the Project Director that detail the Senior Curriculum Design Specialist/Trainer’s activities. 
2. Qualifications of Curriculum Design Specialist/ Trainer:

2. Experienced as a trainer, and capable of working independently with a minimum of guidance from the client.  The individual shall have at least five (5) years of training experience with adult learners at all levels in an organizational setting.
2. Advanced knowledge and experience in Instructional Systems Design be it computer-based or traditional instructor-led training.  (Minimum of 5 years experience)
2. Demonstrated ability to communicate with employees at all levels including managers and executives

2. A work history demonstrating achievement in technical areas and the ability to manage multiple tasks simultaneously

2. Demonstrated skills necessary to develop and deliver comprehensive learning, individual and organizational performance improvement, and organizational development events and products

2. Knowledge of state-of-the-art technology and emerging trends in education and training and e-Learning technology.
2. Preferably experienced in using a computer-based instructional design tool.

2. Knowledge of and experience in working with various methods of training delivery.
2. A Master’s Degree in Adult Learning, Instructional Systems Design, Distance Learning or Organizational Development.

3. Trainers - This labor category is considered to be exempt from coverage under the Service Contract Act.

3. Duties.  The duties of the Trainers shall include but are not limited to the following:

3. Review, revise and update all learning, performance improvement, and organizational development materials.

3. Review new training material.

3. Develop desk aids; desk references; handbooks; performance support products, processes, and measures; articles; course descriptions; learning objectives; briefings; learning laboratories; exercises; tests; and interactive learning activities.

3. Conduct train-the-trainer sessions and develop trainer materials, including but not limited to trainer’s guides.

3. Deliver courses and other learning and performance improvement events.

3. Conduct organizational development activities, including but not limited to facilitation, diagnosing problems and conducting interventions, conducting focus groups, interviewing, coaching, and providing individual and organizational performance support and technical assistance.

3. Conduct assessment of present and anticipated competency and performance needs.

3. Submit weekly reports to the Project Director that detail the Trainer’s activities.

3. Qualifications of Trainers:

3. Capable of working independently with a minimum of guidance from the client.  The individual shall have at least two (2) years experience in adult learning in an organizational setting.

3. Demonstrated ability to communicate with employees at all levels including managers and executives.

3. A work history demonstrating achievement in technical areas and the ability to manage multiple tasks simultaneously.

3. The skills necessary to develop and deliver comprehensive learning, individual and organizational performance improvement, and organizational development events and products

3. Knowledge of state-of-the-art technology and emerging trends in adult education and training.

3. Knowledge of and experience in working with various methods of training delivery, including but not limited to self-instruction via computer-based, and web-based delivery.

3. Preferably experienced in using computer-based instructional design tools. 

3. A Bachelor’s Degree in Adult Education, Instructional Systems Design, or Organizational Development.

4. Project/Training Assistant - The Contractor shall provide one Project/Training Assistant who shall report to the Project Director.  This labor category is equivalent to a Secretary II, Travel Clerk II, and Word Processor II as defined in the 5th Edition of the Service Contract Act Directory of Occupations (Service Contract Act Directory of Occupations can be accessed on-line at www.wdol.gov, then click on Library), for the time spent performing the duties in each of those occupations.  The Government estimates that persons working in this labor category will divide their time equally in these three occupations. 
4. Duties.  The  Project/Training Assistant’s duties shall include but are not limited to:

1 Provide administrative and logistical support for courses and interventions, including scheduling rooms as appropriate and arranging for appropriate classroom setup and needed equipment.
1 Assist in the planning, design, preparation, conduct, and evaluation of seminars and presentations; develop marketing materials.

1 Prepare special and recurring reports, including weekly and/or monthly activity reports and summary training evaluation reports.

1 Collect/maintain documents and data related to training events and participants, including but not limited to: student registration information, course attendance rosters, and student evaluations;   prepare certificates of course completion.
1 Coordinate travel arrangements for contract staff, review expense reports, time and attendance reports and invoices for accuracy.

1 Maintain accurate records on program activities and services; time and attendance records for on-site contractor staff; expenditure logs and other statistical data.

1 Proficient in the use of state-of-the-art software to prepare marketing and training material (flyers/posters).  These materials will be distributed and posted in DOL buildings and to the DOL Intranet (LaborNet), and the DOL Learning Management System, as appropriate.
1 Prepare and maintain training schedules, calendar of training/events, and a monthly activity calendar.  Maintain contract staff work schedule.
1 Qualifications of the Project/Training Assistant
1 One year’s experience in a training/adult education/post secondary education environment that will provide some knowledge of adult learning theory and practice.

1 An Associate’s Degree in any field but, preferably in the Business Administration field and one year’s experience performing the duties outlined in this clause.  Alternatively, two years of post secondary education, majoring in any field, but preferably with emphasis on business administration or computer technology related courses and two (2) year’s experience performing the duties outlined in this clause.

1 Demonstrated experience in using office automation software such Microsoft Word, graphics software such as Power Point; spreadsheet software such as Excel, and experience in the use of a database such as Microsoft Access. 
1 Experience in using a variety of software to publish documents to the Internet.

1 Use a scanner and graphics tools, Microsoft Power Point, and Microsoft Photo Editor to create still and animated graphics, and to prepare and modify photographs and video from hard copy into electronic files in the Windows environment for publication in an internet/intranet environment and in formats that download easily and quickly over limited bandwidth and at low band rates.

(5) Demonstrated effective communication and organization skills.

(6) Proficiency in grammar, spelling, and punctuation as well as exceptional proofreading skills.

(7) Ability to develop system(s) that track and report results of trainee responses and other data associated with the trainee so that OCLCM can determine individual learner needs and organizational learning needs and can evaluate the effectiveness of the product in meeting learner and organizational needs.  These applications/systems shall interface with PeopleSoft and LearningLink (the DOL Learning Management System).
(8) Minimum typing speed of 45 words per minute. 

(9) Assist curriculum designers/trainers, trainers, Project Director, and OCLCM staff in the use of computer and web-based course design, course authoring, and training management tools. 

(10) Coordinate with the DOL Information Technology Center (ITC) and the Assistant Secretary for Policy (ASP), Office of Workforce Planning and Implementation (OWPI) and other DOL organizations to access the DOL intranet/Internet/LAN/WAN and LMS server(s) environment (as applicable), to test training applications in the DOL server environment and to deploy them for full production, and to use telecommunications facilities for e-Learning (distance learning).
(11) Two (2) years of recent demonstrated experience using computers in a Windows environment.
�As referenced to by Donald L. Kirkpatrick in his books, Evaluating Training Programs: The Four Levels and Another Look at Evaluating Training Programs.





